Placing Materials on E-Reserve:

Information for Instructors at Kwantlen University College

To place scanned material on E-Reserve:

1. Scanned material must be either copyright free or copyright cleared. These
types of materials include:

O Material for which you are the author/creator, including class and lecture notes, sample tests, etc.

O Material for which written copyright permission has been obtained from the author/creator.

2. Using the Reserve List form available from the Library, enter the information on
the material you want placed on E-Reserve.

O We accept material in electronic format (disk or CD-ROM) and paper format.
O We accept scanned materials or will do the scanning for you.

Q If you are submitting the file in electronic format (disk or CD-ROM), specify whether you would
also like a paper copy placed on Reserve and at which campus(es) you would like the paper copy.

3. If you have a course Web site, once the E-Reserves have been placed, we will
send you a URL to paste into your course Web site to establish a direct link to
your material.
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